AROWS-R for ALO’s     Step II After receiving a CMAS Number
ATTN:  All ALOs.  These guidelines are provided for your use to complete orders for Military Personnel Appropriation Orders (MPA) man-day tours identified in your corporate living area.  ALOs performing MPA tours leaving their corporate areas will need to adjust these guidelines to include travel arrangements and per diem as indicated in this guide.  Since travel and per diem issues are case by case, please consult with the Reserve Management Group (RMG), Det. 27 for any questions.  Allow plenty of time to resolve issues concerning orders.  The RMG can be reached at 719-333-0609 or via email at DET27AROWSR@usafa.af.mil.  Please follow the link below and read ARPC’s user guide for additional AROWS-R information. http://arpc.afrc.af.mil (Quick Links).  

Remember pay is not automatic.  You must still submit your completed order through your LOD and USAFA/RRPA for processing through the RMG Reserve Pay Office to be paid for your duty.

After you have generated your AF Form 49 via ALO web and submitted the form through proper channels, you will receive a CMAS authorization via e-mail.  If you have not received the email within a week check the status of the form 49 with your LOD then contact USAFA/RRPA.  Once you have received the CMAS authorization e-mail, then you can create your AROWS-R application for orders. .  Ensure that all MPA requests (form 49) are sent to USAFA/RRPA NLT 20 days prior to tour start date.  All orders requests must be completed in AROWS NLT 20 days prior to the start date.   Exceptions to this guidance will be an a case-by-case basis, with variations allowed only by extremely extenuating circumstances subject to USAFA/RR and RMG DET 27 approval.
Ensure your e-mail address is always current on ALO web and in AROWS.  An incorrect e-mail address will delay the CMAS authorization from reaching you, resulting in the possibility of a cancelled tour.  Applications created on or after the tour start date will be disapproved unless coordinated with USAFA/RRR and Det 27 RMG.  Verbal orders of the commander (VOCO) are highly discouraged and are a special exception not the norm!

Getting Started

If you have not created a login, start here.  Follow the directions on the screen for new users, located under “Help! I’m A New User.”   This login screen will provide you with important phone numbers and links. 

Once the login button is selected, you will enter the most important page, we’ll call this the Welcome page.  Here you will find your detachment point of contact information and the latest broadcast messages pertaining to AROWS-R.  

On this page, you can review and update your personal information to include an accurate personal email address.   Select “My Account” feature at the top of the screen.  (If you try and update your account information in any other screen during the application process, you will be dumped out of the application – in other words - you have just lost all of your work).

Additionally, this Welcome page is the entry point into your AROWS-R member’s box.  Go to the left hand side of screen where it reads, “Please Select a Menu” and click.  Select, Member.  Next, you will see the five following menus:

Create Application: This selection is the start location for every tour (man-day) application.

Applications Awaiting Action: This selection includes all of the applications that you are working, but you haven’t completed and routed.

Applications In Progress:  In this selection, you can find tour applications that have been created, completed, and routed.  Applications in this selection can be tracked from the Orders Specials to the final certifier at HQ RMG.  

 
Pull Back Orders:  This selection is used to retract an application that needs changes.  You may use it to pull any application back into your “Applications Awaiting Actions” box that has been routed incorrectly or prematurely.  (Once an application leaves the Applications In Progress box and becomes an order, it cannot be pulled back and must then be amended).  Orders needing amending must go through USAFA/RRPA.   

Approved Orders:  Current and historical MPA tour orders can be located and printed from this selection.  After an application has been created, coordinated, and approved, the ALO will need to re-enter the AROWS-R web site and select this menu to obtain a copy of orders.   Remember, you can visit My Account feature at the top of the screen and identify that the item to receive orders notification.  

Begin Application Process

From the Welcome page, select Create Application.  This will take you to the Create An Application page.  Here, you make the following selections and click Create Application.

Select Order Type:  always select MILITARY PERSONNEL APPROPRIATION.  

Select Order Sub Type:  always select NON-CONTINGENCY.

Step 0 of 9 – Overview for this Application

The first screen you see will be Overview for this Application.  Review this step before you begin Step 1 and after you finish Step 9.  This step is the door you enter to create your application.   

_________________________________________________________________________

Step 1 of 9 – Personnel Contact Information

Verify your personnel contact information.  Make sure the contact email and phone number are YOURS and not  the RMG or RR.  This is so we can contact you if there are questions about your application.

Next verify your home address and click “Non-contingency” because ALO’s duty is not in support of contingency orders.

Step 2of 9 - Duty Purpose Information.  

On this step, use the guidance below:

Training Category/Lookup.  Click “Lookup,” and another box will appear.  Scan down the left side of codes, place cursor on “0B,” and select.  (As an ALO, doing ALO duty, your selection is always 0B).  

IDT in Conjunction .  

Click “No” 

You may click “Yes” if performing IDTs immediately before or after the MPA.  By selecting “Yes”, AROWS will include your IDTs in the remarks section of your order.  These orders may be submitted to the RPO in lieu of a form 40A. 

Conversion Information – Skip this selection.
Point of Contact Information and their DSN Phone number are located above your name on the CMAS authorization form.

Email will always be the POC first and last name, with a period between the names (example:  Jane.doe@usafa.af.mil) – THIS IS THE CMAS MAN_DAY POC

Duty Phone (PDS) duty phone is your phone number, since your duty location is identified as your home address.  

Reserve Pay Office (RPO) is DENVER AFRPO if you are a primary duty ALO (CAT E PIRR reservist).

IMA Supervisor Information, E-mail Address is: Steven.Orie@usafa.edu


Is this request for Points Only (No Pay)?  

  Select NO

  Select YES if you selected yes to IDT in Conjunction above

PSC/HHG:

Is House Hold Goods (HHG) applicable on this order?  Select NO.

Is this a Permanent Change of Station (PSC) order?  Select NO.

Remember, Save then Next.  

Step 3 of 9 - MPA

Most of this information in this step is located on the CMAS authorization form.  Several of the selections have drop down boxes.  Notification Date uses a calendar.

CMAS Authorization #:  Located on the top right corner of your CMAS allocation.  (Enter the number only do not include the prefix “CMAS”.)
Reserve Active Duty Reason:  Select F – TITLE 10 USC 12301 (D) VOLUNTARY TOURS (MAJCOM TASKING).  This will always be your selection for ALO duty.

Executive Order Box:  Select 89999M – MANDAYS (ALL OTHERS).  ALO’s always select this one.

Notification Date:  Use the date identified on the top of the CMAS, beside the CMAS #.

Man-day ID Code:  This is located in block #23 on your CMAS.  It is always, 6O9410BO73, for ALO duty.    
Mean Code:  This is located in block #22 on your CMAS.  It is always “941” for ALL ALO duty.
Skip, Alert Order Number and Alert Order Date.
Once again select, Save and Next.

_________________________________________________________________________

Step 4 of 9 – Depature/Return Locations

This page identifies the location of the start and end of your tour.  This information should match your home address.  Click “Home Address.”  Then next, and save.

Step 5 of 9 – Duty Location and Travel

This page identifies the dates the tour begins and ends, the duty location, and all PERSTEMPO information (deployment information).  If tour dates are not identified, the system will default to the application date.

Location Information

VOCO Order.  This box will automatically be selected by the system when the application is created after the tour start date. Again, Verbal Orders of the Commander (VOCO) orders are allowed, only in special circumstances, and must be approved by USAFA/RRP, LtCol Orie, and the Det 27 RMG program manager prior to the tour start date.   

Travel Start Date.  This date is located in block #14, Reporting Data, on your CMAS.  It will be the same as Initial Report Date/Time.  (If you travel for ALO orientation duty, it may be the same or different, depending on the travel arrangements and start date). 
End Date for this Location.  The day your tour is completed, block #15, Release Date, on your CMAS.

The next few blocks will include Will Report To information located in block #13 on your CMAS.  

Duty Location/Lookup:  Never use the Get Address/Get Home Station selections.  This will identify Denver as your report address.

Unit Name, FAS, Motel/Hotel Etc:  This will always be 9001ARS
Address Line 1.  This will always be USAF ALO Program 

Address Line 2.  Leave Blank

State and Zip Code:  For ALO duty within your area, always use, your state, city, and home zip code.  If traveling to USAFA for duty, use USAF Academy, CO.  80840.

Next is PERSTEMPO Information/Select.  Choose select to open the menu box.  Within the menu down box select #73.  Now scan down to the bottom to “PERSTEMPO Location Code” find and select your state.  Lastly, click Select at the bottom of the box to place all this information into your application.  

Is this the Primary PERSTEMPO Code?  Select Yes
Per Diem & Travel Information

Is this within the corporate city limits of Member’s residence?  Select YES.  (If you volunteer for an MPA tour not in corporate limits of your HOR, then travel funding must be provided (block # 24, CMAS) -- then at this point, you select No and identify travel and per diem information (block #25, CMAS) here and on following pages.  For questions during this process, contact RMG, Det. 27) 

Again Save and Next 
Your next page(s) will be a continuation page to Step 4.  You will either incur additional pages as described above, or find the statement below:  

Do you wish to add another location?  Select NO
Again Save and Next

Step 6 of 9: Government Travel Card
GTCC Information / Select 

Click on Select and note the statement “Member does not have a government travel card”.  Beneath it, select “In corporate city limits member does not rate travel advance” and then click Select at the bottom of box.  The information will be added to your application, automatically.
All other selections on this page will default automatically to NO.  None of these items pertain to ALO duty, so leave them as NO.  
Again Save and Next 
Step 7 of 9 - Paragraph Selection

Any other additional information pertaining to your tour will be located in block #19, Remarks, on the CMAS.  You will need to add this information into one of the boxes provided in this step.  

The most common statement found in CMAS, block #19, is Variations in Itinerary Authorized.  You will type this statement into the bottom Non-Standard Paragraphs box, and select Add.

Again Save and Next

Step 8 of 9 - Justification
General Comments/Justification Block.  This block is left blank, unless you wish to explain or make comments about your tour or application that you feel the order’s specialist needs to know.  

Justification for Hard Hold and Justification for Waivers: Leave this block blank unless you have comments pertaining to hard hold or sanctuary.  (Example:  179 day sanctuary package submitted and approved on ……..or …..My duty availability code (DAV) status (medical profile information) allows me to conduct tour ……)

Again Save and Next 
 Step 9 of 9 - Funding Information
The fund citation information is located in block #28 of your CMAS.  The Pay and Allowance fund cite will be placed in your application, automatically.  It is driven by the training location you chose in Step 2.  In the event you do a special ALO tour with travel and per diem authorization, the fund cite number for travel and per diem will be in the same block as pay and allowances on the CMAS.  However, you will have to check “other funding” under the travel and per diem block on the application and manually type the fund cite number for travel and per diem on the application.  For further guidance, in the event this occurs, contact your Det 27 point of contact (Welcome page) for assistance.

Again, Save, (there is no Next)
O. Overview

After you have completed Step 9, choose the Section box located on the top right, under your personal information shaded box.  Review your application to ensure your tour dates are correct, departure and report to address are correct, and any statements are included in the paragraph section.  (Incorrect information delays the coordination process.)

This Section box can be used at any time to visit any page and make changes once the application has been completed.  

Routing Your Application

This completes your AROWS application.  Scan down to the bottom and click “Save and Route.”  “Save and Close” is not the correct choice and will return your application to your “Awaiting Actions” box, thus not routing the application forward for coordination.  

“Save and Route” will take you to another page where you can review your tour information and coordination route.  On this page, you must select the “Route Application Forward” to complete the application and forward it for approval. 

If you routed an application by mistake or with the incorrect information, you have the option in AROWS-R to pull it back.  Remember, the pull back feature is located on the Welcome page (one of your five options listed).  After making changes to the pulled back application, again, route the application as described above.

Remember, check your AROWS-R member box every couple of days as your orders will appear in the Approved Orders box in the member’s menu.  
